DEPARTMENT OF GENERAL SERVICES Schedule No.
RECORDS MANAGEMENT DIVISION . 1559
RECORDS RETENTION AND DISPOSAL SCHEDULE

Page 1 of 2

Agency

Division/Unit
DGS APB&G/MSC DIVISION DISTRICT COURT/MSC SALISBURY
Item
No Description Retention
1 Accounting Records
Contains petty cash reports, star billing, Retain for 3 years, then
budget reports, fixed assets report, destroy.
commodities inventory.
2 General Correspondence
All correspondence from Multi-Service Retain for 3 years, then
Division and APB&G Superintendents office. destroy.
Work request, complaints, correspondence
to and from other State Agencies and the
general public.
3 Square Footage For Building
File contains the square footage assigned Retain until superseeded,
to State Agencies within the building. then destroy.
4 Construction Submittals
Contains information for building construction, Retain in office for 3 years,
building specifications, blueprints. send to Records Center for
7 years, then destroy.
5 Policies; DGS, MSC,. Personnel DGS
Files include rules and regulations policies Retain until superseded,
for employees, COMAR Books, job then destroy.
specifications.
IR 1
Approved by Department, Agency, Schedule Aut)-ho‘ﬁ‘lﬁ'éﬂil Pﬁﬁtate 1
or Division Representative. Archivist. {
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DGS 550-1 (Rev. 10/92)




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE 1539

Schedule No.

{Continuation Sheet) Page 2 of ?

Item|’
No Description Retention
6 Personnel Files (In-House)
Files include personnel records, in service Retain until 3 years after
training, efficiency ratings, general termination, then destroy.
information. ‘
7 Contracts/One-Time/Multi-Year
Files include, small procurement maintenance Retain for 5 years, then
contracts and service contracts. destroy.
8 Supply Purchases
Files include all requisitions, out of Retain for 5 years, then
schedule requisitions, purchase orders. destroy.
9 Health and Safety Files
Fire drills, safety, right to know incident Retain for 5 years in office,
reports. then send to Records Center

for 20 years, then destroy.
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